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@= låtLo r/0f M ;Lk k/LIf0f / cGtjf{tf{ (Skill Test & Interview)                               k"0ff{Ë M– $) 

ljifo k"0ff{Í k/LIff k|0ffnL ;do 

-s_ sDKo'6/ ;Lk k/LIf0f !) Kf|of]ufTds @) ldg]6 

-v_ cGtjf{tf{ #) df}lvs  

b|i6Jo M 

1. k|yd kq — k|zf;g, n]vf, sfg"g tyf vl/b÷lhG;L÷hg;Dks{ clws[t tx & sf] nflu Pp6} kf7\oqmd 

x'g]5 . t/ låtLo kq — ;]jf÷;d"x ljifosf] kf7\oqmd ;DalGwt ;]jf÷;d"x cg'?k km/s km/s x'g]5 . 

2. k|yd / låtLo kqsf] lnlvt k/LIff 5'§f5'§} x'g]5 .   

3. lnlvt k/LIffsf] dfWod efiff g]kfnL jf c+u|]hL cyjf g]kfnL / c+u|]hL b'j} x'g]5 .   

4. lnlvt k/LIffdf ;f]lwg] k|Zg;+Vof / cÍef/ oyf;Dej ;DalGwt kq÷ljifodf lbO{P cg';f/ x''g]5 . 

5. j:t'ut ax'j}slNks (Multiple Choice) k|Zgx?sf] unt pQ/ lbPdf k|To]s unt pQ/ afkt @) 

k|ltzt cÍ s§f ul/g]5 . t/ pQ/ glbPdf To; afkt cÍ lbOg] 5}g / cÍ s§f klg ul/g] 5}g . 

6. j:t'ut ax'j}slNks x'g] k/LIffdf k/LIffyL{n] pQ/ n]Vbf c+u|]hL 7"nf] cIf/ (Capital letter) A,B,C,D 

df n]Vg'kg]{5 . ;fgf] cIf/ (Small letter) a,b,c,d n]v]sf] jf cGo s'g} ;ª\s]t u/]sf] eP ;a} 

pQ/k'l:tsf /2 x'g]5 .  

7. ax'j}slNks k|Zgx? x'g] k/LIffdf s'g} k|sf/sf] SofNs'n]6/ (Calculator) k|of]u ug{ kfOg] 5}g . 

8. ljifout k|Zgdf k|To]s kq÷ljifosf k|To]s v08sf nflu 5'§f5'§} pQ/k'l:tsfx? x'g]5g\ . kl/IffyL{n] 

k|To]s v08sf k|Zgx?sf] pQ/ ;f]xL v08sf pQ/k'l:tsfdf n]Vg'kg]{5 .  

9. o; kf7\oqmd of]hgf cGtu{tsf kq÷ljifosf ljifoj:t''df h];'s} n]lvPsf] eP tfklg kf7\oqmddf k/]sf 

sfg"g, P]g, lgod, ljlgod tyf gLltx? k/LIffsf] ldlt eGbf # dlxgf cufl8 -;+zf]wg ePsf jf 

;+zf]wg eO{ x6fO{Psf jf yk u/L ;+zf]wg eO{_ sfod /x]sfnfO{ o; kf7\qmddf k/]sf] ;Demg''' kb{5 . 

10. k|yd r/0fsf] k/LIffaf6 5gf}6 ePsf pDd]bjf/x?nfO{ dfq låtLo r/0fsf] k/LIffdf ;lDdlnt u/fOg]5 . 

11. kf7\oqmd nfu' ldlt M– २०७८/०३/२३ 
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k|yd kq M ;fdfGo 1fg, af}l¢s k/LIf0f / English tyf ;+:yfut 1fg  / ;d;fdlos dfldnf  

-k|zf;g, n]vf, sfg"g tyf vl/b÷lhG;L÷hg;Dks{ clws[t tx & sf] nflu ;+o'Qm_ 

 

v08 -s_ –  ;fdfGo 1fg, af}l¢s k/LIf0f / English -%)Ü cÍ_ 

1. ;fdfGo 1fg -@%cÍ_  

1.1 e"uf]n / jftfj/0f -%cÍ_ 

1.1.1 ljZjsf] e'uf]nM dxfb]z, dxf;fu/, cIff+z, b]zfGt/, cGt/f{li6«o ltly /]vf, 

;do, b"/L, kj{t>[+vnf, d?e"ld, gbL, lxdgbL, tfn  

1.1.2 Gf]kfnsf] e"uf]nM w/ftlno :j?k, lsl;d, ljz]iftf, hnjfo', xfjfkfgL, 

hghLjg, k|d'v k|fs[lts ;|f]t / ;fwgx? 

1.1.3 lbuf] ljsf;, h}ljs ljljwtf, hnjfo' kl/jt{g, jftfj/0f, hg;f+lVosL, 

zx/Ls/0f, j;fO{;/fO{ / /fli6«o ;Dkbfx? ;DaGwL ljifox?  

1.2 Oltxf; -%cÍ_ 

1.2.1 ljZjsf] Oltxf;M ljZjsf dxTjk"0f{ P]ltxfl;s 36gfx?, cf}Bf]lus j|mflGt, 

k|mfG;sf] /fHoj|mflGt, cd]l/sL :jtGqtf ;ª\u|fd, ?;L j|mflGt, k|yd / låtLo 

ljZjo'4 tyf ef/tLo :jtGqtf ;ª\u|fdsf 36gf, sf/0f / kl/0ffdx?   

1.2.2 Gf]kfnsf] O{ltxf; M g]kfnsf] k|flrg tyf dWosfnsf] /fhgLlts, cfly{s Pj+ 

;fdflhs cj:yf / cfw'lgs g]kfnsf] Oltxf; / dxTjk"0f{ 36gfx? 

1.3 g]kfnsf] ;fdflhs cj:yf / zf;gk4lt -%cÍ_ 

1.3.1 g]kfnL ;dfhsf k|rlnt wd{,k|yf, k/Dk/f, ;fdflhs d"No / dfGotf, 

hfthflt, efiff, ;flxTo, snf, ;+:s[lt, 

1.3.2 zf;gk4lt / zf;g – ;+j}wflgs ljsf;s|d, g]kfnsf] ;+ljwfg, /fhg}lts 

Joj:yf, g]kfnsf] k|zf;lgs Joj:yfsf] ljsf;qmd, g]kfnsf] ;3Lo, 

k|fb]lzs / :yfgLo ;+/rgf tyf zf;g k|0ffnL ;DaGwL hfgsf/L  

1.4 cfly{s kIfx? -%cÍ_ 

1.4.1 cfly{s kl/;"rsx¿ -cfly{s j[l4, s'n /fli6«o÷u|fx:y pTkfbg, k|lt JolQm 

cfo, Jofkf/ 3f6f, ljk|]if0f, j}b]lzs nufgL, j}b]lzs ;xof]u_ 

1.4.2 g]kfndf s[lif, pBf]u, Jofkf/, ko{6g, oftfoft, ;+rf/, lzIff, :jf:Yo, phf{ 

tyf ljB'tsf] cj:yf 

1.4.3 cGt/f{li6«o ;xof]u, a}b]lzs Jofkf/ a}b]lzs nufgL tyf k|ljlw x:tfGt/0f  

1.5 cGt/f{li6«o ;DaGw / ;d;fdlos ultljlwx? -%cÍ_ 

1.5.1 ;+o'Qm /fi6« ;+3 (UNO) / o;sf Ph]G;Lx¿, ljZj Jofkf/ ;+u7g (WTO), 

o'/f]lkog o'lgog (EU) / ;fs{ (SAARC) : :yfkgf, p2]Zo, ltgsf 

ultljlwx? / g]kfnsf] ;DjGw 

1.5.2 WHO, UNICEF, UNFPA ;DaGwL hfgsf/L 

1.5.3 ljZj a}+s, PlzofnL ljsf; a}+s, PlzofnL k"jf{wf/ nufgL a}+s (AIIB) 

h:tf ;xof]u lgof]ux?sf] :yfkgf, p2]Zo / g]kfn;+usf] ;DjGw   

1.5.4 hg:jf:Yo, /f]u, vf]k, vfB, kf]if0f, ;/;kmfO{ tyf lj1fg / k|ljlwsf 

dxTjk"0f{ pknlAwx? af/] hfgsf/L 

1.5.5 /fli6«o / cGt/f{li6«o dxTjsf ;d;fdlos 36gf tyf gjLgtd ultljlwx?  
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2. ;fdfGo af}lås k/LIf0f (General Mental Ability Test) -!% cÍ_   

2.1 Verbal reasoning such as series, analogy, classification, coding-decoding, insert 

the missing character, common property, matrices, direction and distance sense 

test, ranking order, assertion and reason, induction, deduction, logical reasoning 

and analytical ability.                                                       (5 × 1 = 5 Marks)  

2.2 Non-verbal reasoning such as series, analogy, classification, Venn diagrams, 

matrices, construction of squares and triangles, and figure formation and analysis, 

water images, mirror images, embedded figures.            (5 × 1 = 5 Marks)  

2.3 Quantitative aptitude such as arithmetical reasoning/operation, percentage, 

fraction, decimal, ratio, average, loss, profit, date/calendar, time and work, data 

interpretation - charts, graphs, tables, data sufficiency.    (5 × 1 = 5 Marks) 

 

3. English Language Competence Test (10 Marks) 

3.1 Comprehension:  Questions will be asked based on the passage about 200-250 

words  given. The questions will try to accommodate the following areas: 

- Fact finding, Inferential, Core theme, True/false identification, Issues raised 

and Language based       

(4 × 1 = 4 Marks) 

3.2 Vocabulary: Questions will be asked to assess their grasp on the English 

language vocabulary. The questions will be of the following nature: 

- Meaning of the words (literal /figurative/contextual), Single word for 

expressions, Synonyms/antonyms, Derivatives and Homonyms/homophones 

(3 × 1 = 3 Marks) 

3.3 Syntactic ability:  Questions will be asked to assess the syntactic ability of the 

candidates. The questions will be based on the following categories: 

- Agreement, Tense aspect, Parallel structures, Clauses, Modifier, Conditionals, 

Phrasal expressions, Shifts (tense, number, person), Transformations, 

Varieties, Prepositions/conjunctions and Parts of speech 

(3 × 1 = 3 Marks) 

 

v08 -v_ M – ;+:yfut 1fg Pj+ ;d;fdlos dfldnf -%)Ü cÍ_ 

1. ;+:yfut 1fg -$×% cÍ Ö @)cÍ_ 

1.1 la=lk=sf]O/fnf d]df]l/on SofG;/ c:ktfnsf] p2]Zo, ;+u7g ;+/rgf, sfo{If]q, 

ljBdfg cj:yf, cj;/,;Defjgf / r'gf}tLx?  

1.2 la=lk=sf]O/fnf d]df]l/on SofG;/ c:ktfnn] pknAw u/fPsf :jf:Yo ;]jfx? / ;f] 

sf] k|efjsfl/tf tyf ;]jf k|jfxdf c;n cEof;,;d:of tyf r'gf}tLx?  

1.3 la=lk= sf]O/fnf d]df]l/on SofG;/ c:ktfn P]g, @)%# 

1.4 la=lk=sf]O/fnf d]df]l/on SofG;/ c:ktfn sd{rf/L k|zf;g lgodfjnL, @)^^ -

;+zf]wg ;lxt_ 
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1.5 la=lk=sf]O/fnf d]df]l/on SofG;/ c:ktfn sfo{;~rfng tyf Joj:yfkg 

lgodfjnL, @)^^  

1.6 lj=kL=sf]O{/fnf d]df]l/on SofG;/ c:ktfn / g]kfn ;/sf/ tyf cGo 

lgsfox?;+usf] ;DjGw / ;xsfo{sf] cj:Yff  

1.7 c:ktfndf  ;+:yfut ;'zf;gsf] (corporate governance) cj:yf  

1.8 g]kfndf SofG;/ pkrf/ ;+u ;DjlGwt ;+:yf tyf lgsfox? Tfyf ;f] ;DjGwdf 

g]kfn ;/sf/n] cjnDjg u/s]f gLlt tyf sfo{s|d ;DjGwL hfgsf/L  

1.9 SofG;/ /f]u ;DjGwL ;fdfGo hfgsf/L / o; ;DjGwL hgr]tgfsf ljifox?  

 

2. Project Management and Financial analysis  -@×% cÍ Ö !)cÍ_ 

2.1 Plan and Project management: Use of network models like CPM, PERT, 

manpower planning and resource scheduling; project monitoring and control; 

project  cycle 

2.2 Corporate planning, strategic management & corporate social responsibility 

2.3 Financial analysis: Methods of financial analysis such as benefit cost ratio, 

internal rate of return, net present value, payback period 

 

3. ;fdflhs / ;d;fdlos dfldnfx? -$×% cÍ Ö @)cÍ_ 

3.1 /fi6«, /fli6«otf / /fli6«o Pstf  

3.2 ;+3Lo zf;g k|0ffnL / / g]kfndf o;sf] cEof;  

3.3 sfg"gsf] zf;g, Nff]stGq, Nff]stflGqs d"No / dfGotf 

3.4 gful/ssf bfloTj / st{Jo, DffgjLo d"No / dfGotfx?  

3.5 ;fdflhs ;]jf – cy{, cfjZostf, dxTj / ls|ofsnfk 

3.6 ;fdflhs åGå Joj:yfkg 

3.7 ;fdflhs Gofo tyf ;dfgtf 

3.8 ;fdflhs Pj+ ;f+:s[lts ?kfGt/0f 

3.9 ljljwtf Joj:yfkg 

3.10 ljB'tLo ck/fw (Cyber crime), ldn]dtf] (Cartelling), Psflwsf/ (Monopoly), 

cft+sjfb,  e|i6frf/ / d'b|f lgd{nLs/0f (Money Laundering) 

3.11 kof{j/0f, hnjfo' kl/jt{g, sfa{g Jofkf/, phf{ ;DaGwL ;jfn / ;+/If0f 
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låtLo kq – ;]jf ;DaGwL 

v08 -s_ –  -%)Ü cÍ_ 

1. n]vf / n]vf k|0ffnL ;DjGwL cfwf/e"t cjwf/0ff 

1.1 n]vfsf] cjwf/0ff, cfwf/e"t tTj, p2]Zo, dxTj / l;4fGtx? 

1.2 n]vf k|0ffnLsf] kl/ro / k|sf/ tyf n]vf zAbfjnLx? 

1.3 ;/sf/L n]vf k|0ffnL / Joj;flos n]vfk|0ffnL   

1.4 ljQLo, nfut tyf Joj:yfksLo n]vf k|0ffnLsf] cfjZostf, dxTj, pkfb]otf 

1.5 k'+hLut (Capital) tyf cfout (Revenue) vr{ ;DjGwL cjwf/0ff  

 

2. n]vf clen]v  

2.1 n]vf°g ;lds/0f (Accounting Equation) tyf n]vfx?sf] juL{s/0f 

2.2 vftf ;"rL (Charts of Accounts) 

2.3 uf]Zj/f ef}r/ , j}+s gubL lstfj / jh]6 lx;fjsf] kl/ro, k|ljli6, p2]Zo / 

dxTj  

2.4 ;Gt'ng k/LIf0f (Trial Balance) sf] cy{, ljz]iftf / p2]Zo tyf ;Gt'ng k/LIf0f 

tof/ kfg]{ ljlwx?, ;+t'ng k/LIf0f gldNg] sf/0fx? / ldnfpg] t/Lsf  

2.5 a}+s lx;fj ldnfg ljj/0f (Bank Reconciliation Statement): cy{, p2]Zo  / dxTj 

tyf df}Hbft km/s kgf{sf sf/0f, ldnfgsf tl/sfx? 

2.6 n]vf clen]vdf b]lvg] q'6Lx? tyf ;'wf/ ug]{ t/Lsf 

2.7 lhG;L n]vf (Stock Accounting) 

2.8 zfvfut n]vfkfng (Branch Accounting) / ljefuLo n]vfkfng (Departmental 

Accounting)   

2.9 ljlgdo kq / k|lt1f kq (Bill of Exchange and Promissory Notes) 

2.10 ;fj{hlgs ;DktL, lhG;L tyf w/f}6L n]vf 

 

3. cfly{s ljj/0f / n]vf+sg gLltx? 

3.1 n]vf+sg clen]v k|jfx (Accounting Flow Chart) 

3.2 sf/f]jf/ ljZn]if0f, k|f/lDes n]vf+sg / vftfdf k|ljli6 

3.3 cfwf/e"t ljQLo ljj/0fx?sf] tof/L (Preparation of Financial Statements) 

3.4 cfly{s ljj/0fx? 

3.4.1 cfo tyf Joo ljj/0f (Income & Expenditure Statement) 

3.4.2 jf;nft (Balance Sheet) 

3.4.3 gub k|jfx ljj/0f (Cash Flow Statement) 

3.4.4 km08 k|jfx ljj/0f (Fund Flow Statement)  

3.5 ljQLo÷cfly{s ljZn]if0f 

3.5.1 Liquidity Ratios 

3.5.2 Profitability ratios 

3.5.3 Activity Ratios 

3.5.4 Leverage Ratios 

3.5.5 Productivity Ratios 

3.6 n]vf+sg gLltx?  

3.6.1 x|f; s§L (Depreciations) 

3.6.2 jSof}tf Joj:yfkg (Debtors management)  
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3.6.3 v/Lb Joj:yfkg (Procurement management)  

3.6.4 lhG;L vr{ / d'Nof+sg (Inventory expenses and evaluation) 

3.6.5 rfn' k+"hL Joj:yfkg (Working capital management) 

3.7 n]vf+sg ;dfof]hg (Accounting adjustments) - Accruals and Outstanding - 

Prepaid Expenses - Reconciliation of Accounts – Adjustments 

 

4. n]vfdfg (Accounting Standards) ;DjGwL hfgsf/L  

4.1 n]vfdfgsf] cy{ cfjZostf dxTj / pkfb]otf 

4.2 g]kfn n]vfdfg (Nepal Accounting Standards) 

4.3 g]kfn ljQLo k|ltj]bg dfg (Nepal Financial Reporting Standards) 

4.4 cGt//fli6«o ljQLo k|ltj]bg k|0ffnL (International Financial Reporting System) 

4.5 g]kfn ;fj{hlgs If]q n]vfdfg (Nepal Public Sector Accounting Standards) 

 

v08 -v_ –  -%)Ü cÍ_ 

 

5. n]vfk|0ffnLsf If]q / cfly{s k|zf;g  

5.1 n]vfk|0ffnLsf ljljw If]qx? 

5.1.1 ljQLo n]vf+sg 

5.1.2 Joj:yfkg n]vf+sg 

5.1.3 nfut n]vf+sg 

5.1.4 cfDbfgL n]vf+sg 

5.1.5 lhDd]jf/L n]vf+sg 

5.2 cfly{s k|zf;gsf] cy{, If]q, k|d'v sfo{x?  

5.3 ah]6sf] cy{, l;4fGt, k|sf/ / dxTj 

5.4 ah]6 th{"df, sfof{Gjog / lgoGq0f  

5.5 ljQLo of]hgf  (Financial planning) 

5.6 Psn vftf sf]if M kl/ro, p2]Zo, ljif]ztf tyf dxTj  

5.7 s/ M cy{, p2]Zo, k|sf/ tyf dxTj   

5.8 ;fj{hlgs vr{, ;fj{hlgs cfo / ;fj{hlgs C0f  

5.9 ;Ël7t ;+:yfsf] n]vfk/LIf0f k|ltj]bg k|0ffnL / k|ltj]bgsf] kf/blz{tf tyf 

;+:yfsf] ljQLo ;'zf;gdf k/]sf] k|efj 

 

6. n]vf k/LIf0f tyf lgoGq0f   

6.1 n]vfk/LIf0fsf] kl/ro, p2]Zo, cfwf/e"t l;4fGt, / dxTj 

6.2 cfGtl/s lgoGq0f k|0ffnL / o;sf t/Lsfx? 

6.3 cfGtl/s n]vf kl/If0f / clGtd n]vf kl/If0f 

6.4 sfo{d"ns n]vf k/LIf0f  

6.5 Joj:yfkg n]vf k/LIf0f 

6.6 s/ n]vf k/LIf0f 

6.7 k|fljlws k/LIf0f  

6.8 a]?h' / a]?h' km5of}6{ ;DjGwL Joj:yf  

6.9 g]kfn n]vf k/LIf0fdfg (Nepal Auditing Standards) 
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6.10 ;/sf/L :jfldTjsf ;+ul7t ;+:yfsf] n]vfk/LIf0f Joj:yf 

6.11 cfly{s cg'zf;g / ljQLo Joj:yfkg  

6.12 n]vfk/LIf0f ;DaGwL /fli6«o tyf cGt/f{li6«o ;+:yfx?– (ICAN, INTOSAI, 

ASOSAI) 

 

7. ljQ Joj:yfkg  (Financial Management) 

7.1 ljQ Joj:yfkgsf l;4fGtx?  

7.2 ljQLo ljj/0f laZn]if0f (Financial Statement Analysis) 

7.3 nfe xfgL kf/ljGb" ljZn]if0f (Break-even Point Analysis) 

7.4 hf]lvd laZn]if0f (Risk Analysis) 

7.5 k'FhLsf] ;|f]t / o;sf] pkof]usf] laZn]if0f     

7.6 Working Capital Management 

7.7 Capital Structure and Cost of Capital 

7.8 Corporate Budgeting  

7.9 Capital Market ,meaning, instruments ,present scenerio and importance  

7.10 Management Information System 

7.11 Portfolio Management 

 

8. Joj;flostf, ;bfrf/ / g}ltstf 

8.1 ;fj{hlgs ljQLo hjfkmb]lxtf / pQ/bfloTj 

8.2 ;fj{hlgs sf]ifsf] pkof]udf ;bfrf/,g}ltstf,O{dfGbfl/tf / hjfkmb]lxtf 

8.3 ;fj{hlgs ljQ Joj:Yffkgdf  Joj;flostf, / Joj;flos cfr/0fx?sf] kfngf  

 

9. ;Dj4 sfg"gx?  

9.1 g]kfnsf] ;+ljwfg 

9.2 :yfgLo ;/sf/ ;+rfng P]g, @)&$ 

9.3 ;'zf;g-Joj:Yffkg tyf ;+rfng_ P]g, @)^$ tyf lgodfjnL @)^% 

9.4 /fli6o k|fs[lts >f]t tyf ljQ cfof]u P]g, @)&$ 

9.5 cGt/ ;/sf/L ljQ Joj:yfkg P]g, @)&$ 

9.6 cfly{s sfo{ljlw tyf ljlQo pQ/bfloTj P]g, @)&^ 

9.7 cfos/ P]g, @)%* tyf cfos/ lgodfjnL,@)%( 

9.8 d'No clej[l4 s/ P]g, @)%@ tyf d'No clej[l4 s/ lgodfjnL, @)%# 

9.9 ;fj{hlgs vl/b P]g, @)^# tyf ;fj{hlgs vl/b lgodfjnL, @)^$ 

9.10 cfly{s sfo{ljlw P]g, @)%% tyf cfly{s sfo{ljlw lgodfjnL, @)^$ 

9.11 a}s tyf ljQLo ;+:yf ;DjGwL P]g, @)^# 

9.12 e|i6frf/ lgjf/0f P]g, @)%( 

9.13 n]vf k/LIf0f P]g, @)&%  

9.14 g]kfn :jf:Yo ;]jf P]g, @)%# / :jf:Yo ;]jf lgodfjnL, @)%% 

9.15 g]kfn :jf:Yo Joj;foL kl/ifb\ P]g, @)%# 
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sDKo"6/ ;Lk k/LIf0f k|of]ufTds k/LIff of]hgf  

(Computer Skill Test Practical Examination Scheme) 

 

ljifo  k"0ff{Í ljifoj:t' lz{ifs cÍ ;do 

sDKo"6/ ;Lk k/LIf0f  

(Computer Skill 

Test) 

!) 

Devanagari Typing @=% cÍ % ldg]6 

English Typing @=% cÍ % ldg]6 

Word processing @ cÍ 

!) ldg]6 

Presentation System  ! cÍ 

Electronic Spreadsheet ! cÍ 

Windows basic,  Email and Internet ! cÍ 

 

Contents 

1. Windows basic, Email and Internet 

 Introduction to Graphical User Interface 

 Use & Update of Antivirus 

 Concept of virus, worm, spam etc. 

 Starting and shutting down Windows 

 Basic Windows elements - Desktop, Taskbar, My Computer, Recycle Bin, etc. 

 Concept of file, folder, menu, toolbar 

 Searching files and folders 

 Internet browsing & searching the content in the web 

 Creating Email ID, Using email and mail client tools 

 Basic Network troubleshooting (checking network & internet connectivity) 

 

2. Word processing 

 Creating, saving and opening documents 

 Typing in Devanagari and English  

 Copying, Moving, Deleting and Formatting Text  

 Paragraph formatting (alignment, indentation, spacing etc.) 

 Creating lists with Bullets and Numbering 

 Creating and Manipulating Tables 

 Borders and Shading 

 Creating Newspaper Style Documents Using Column 

 Security Techniques of Document 

 Inserting header, footer, page number, Graphics, Pictures, Symbols 

 Page setting, previewing and printing of documents 

 Mail merge 

 

3. Presentation System 

 Introduction to presentation application 

 Creating, Opening & Saving Slides 

 Formatting Slides, Slide design, Inserting header & footer 

 Slide Show 

 Animation 

 Inserting Built-in picture, Picture, Table, Chart, Graphs, and Organization Chart 

etc. 
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4.  Electronic Spreadsheet 

 Organization of Electronic Spreadsheet applications (Cells, Rows, Columns, 

Worksheet, Workbook and Workspace) 

 Creating, Opening and Saving Work Book 

 Editing, Copying, Moving, Deleting Cell Contents 

 Formatting Cells (Font, Border, Pattern, Alignment, Number , Protection, 

Margins and text wrap) 

 Formatting Rows, Column and Sheets 

 Using Formula with Relative and Absolute Cell Reference 

 Using Basic Functions (IF, SUM, MAX, MIN, AVERAGE etc) 

 Sorting and Filtering Data 

 Inserting Header and Footer 

 Page Setting, Previewing and Printing 

 

----- 

 

  



aL=kL= sf]O/fnf d]df]l/on SofG;/ c:ktfn  

k|zf;g ;]jf, Joj:yfkg -k|zf;lgs_ ;d"x, k|zf;g pk;d"x, clws[t ;ftf}+ tx, n]vf clws[t kbsf]  

v'nf / cfGtl/s k|ltof]lutfTds k/LIffsf] kf7\oqmd  

10 

 

 

c+u|]hL jf b]jgfu/L Typing Skill Test  sf] nflu lgb]{zgM– 

 

1.  b]jgfu/L Typing Skill Test sf] nflu !%) zAbx?sf] Pp6f Text lbOg]5 / b]xfo cg';f/ c+s 

k|bfg ul/g]5M–  

 z'4 zAb k|lt ldg]6 -Correct Words/Minute_ kfpg] c+s 

 % eGbf sd z'4 zAb k|lt ldg]6 afkt ) c+s 

 % jf ;f] eGbf a9L / &=% eGbf sd z'4 zAb k|lt ldg]6 afkt )=%) c+s 

 &=% jf ;f] eGbf a9L / !) eGbf sd z'4 zAb k|lt ldg]6 afkt )=&% c+s 

 !) jf ;f] eGbf a9L / !@=% eGbf sd z'4 zAb k|lt ldg]6 afkt !=)) c+s 

 !@=% jf ;f] eGbf a9L / !% eGbf sd z'4 zAb k|lt ldg]6 afkt !=@% c+s 

 !% jf ;f] eGbf a9L / !&=% eGbf sd z'4 zAb k|lt ldg]6 afkt !=%) c+s 

 !&=% jf ;f] eGbf a9L / @) eGbf sd z'4 zAb k|lt ldg]6 afkt !=&% c+s 

 @) jf ;f] eGbf a9L / @@=% eGbf sd z'4 zAb k|lt ldg]6 afkt @=)) c+s 

 @@=% jf ;f]eGbf a9L / @% eGbf sd z'4 zAb k|lt ldg]6 afkt @=@% c+s 

 @% jf ;f] eGbf a9L z'4 zAb k|lt ldg]6 afkt @=%) c+s 
 

2. English Typing Skill Test sf] nflu @)) zAbx?sf] Pp6f Text lbOg]5 / b]xfo cg';f/ c+s 

k|bfg ul/g]5M–  

 z'4 zAb k|lt ldg]6 -Correct Words/Minute_ kfpg] c+s 

 ^ eGbf sd z'4 zAb k|lt ldg]6 afkt ) c+s 

 ^ jf ;f] eGbf a9L / ( eGbf sd z'4 zAb k|lt ldg]6 afkt )=%) c+s 

 ( jf ;f] eGbf a9L / !@ eGbf sd z'4 zAb k|lt ldg]6 afkt )=&% c+s 

 !@ jf ;f] eGbf a9L / !% eGbf sd z'4 zAb k|lt ldg]6 afkt !=)) c+s 

 !% jf ;f] eGbf a9L / !* eGbf sd z'4 zAb k|lt ldg]6 afkt !=@% c+s 

 !* jf ;f] eGbf a9L / @! eGbf sd z'4 zAb k|lt ldg]6 afkt !=%) c+s 

 @! jf ;f] eGbf a9L / @$ eGbf sd z'4 zAb k|lt ldg]6 afkt !=&% c+s 

 @$ jf ;f] eGbf a9L / @& eGbf sd z'4 zAb k|lt ldg]6 afkt @=)) c+s 

 @& jf ;f]eGbf a9L / #) eGbf sd z'4 zAb k|lt ldg]6 afkt @=@% c+s 

 #) jf ;f] eGbf a9L z'4 zAb k|lt ldg]6 afkt @=%) c+s 
 

3. c+u|]hL jf b]jgfu/L Typing df lbOPsf] Text nfO{ cfwf/ dfgL 6fOk u/]sf] Text ;Fu le8fO{ r]s 

ul/g]5 . lbOPsf] c+u|]hL jf b]jgfu/L Text df pNn]lvt :yfg adf]lhd k/LIffyL{x?n] cfkm\gf] 

Text df Punctuation 6fOk gu/]sf] kfOPdf To;sf] zAbdf u0fgf ul/g] 5}g . tTkZrft lgDg 

Formula  k|of]u u/L z'4 zAb k|lt ldg]6 (Correct words/minute) lgsflng]5 .  

  

 Formula: 

 z'4 zAb k|lt ldg]6 (Correct words/minute) =  
(Total words typed − Wrong words)

5
 

 

 


